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CHDP Program Letter No. 03-08

TO: ALL COUNTY CHILD HEALTH AND DISABILITY PREVENTION (CHDP)
PROGRAM DIRECTORS, DEPUTY DIRECTORS, MEDICAL CONSULTANTS,
STATE CHILDREN’'S MEDICAL SERVICES (CMS) STAFF AND REGIONAL
OFFICE STAFF

SUBJECT: CHDP PROGRAM DATA REPORTING SYSTEM

The CHDP Program is implementing a CHDP Program Data Reporting System that will
give local CHDP Program staff the capability of viewing up-to-date CHDP reports via the
Internet using Business Objects (BO) software. These reports are produced using data
generated by the Department of Health Services (DHS) Fiscal Intermediary, Electronic
Data Systems (EDS) from the Confidential Screening/Billing Report forms (PM 160s)
and the CHDP Provider Master File.

Getting Started

Access to the CHDP Program Data Reporting System is permitted with a user identification
(ID) and password unique to each individual. This password is to be kept confidential and
specific to the user ID. To issue a user ID and password, the CMS Branch must receive a
Data Account Activation/Deactivation Request form (Enclosure 1) signed by the CHDP
Deputy Director and a Confidentiality Oath (Enclosure 2) signed by the user. Please note
that requirements to retain a confidentiality agreement with an original signature make it
necessary that the signed agreement be mailed to the address on the form.

Upon confirmation by the CMS Branch that the ID and password have been entered into the
system the DHS Information and Technology Services Division will send users written
notification of their user ID and password. The notification will include an attachment that
provides instructions on Login, Running and Printing Reports, Logoff and Report Descriptions.
These instructions are attached to this program letter as (Enclosure 3).
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If any of the users within your local CHDP Program change, please use the Data
Account Activation/Deactivation Request form to notify the CMS Branch to discontinue
the user ID.

Standard CHDP Reports

The initial development of CHDP standardized reports, also known as Corporate
Reports has focused on those reports formerly produced by the CMS Branch Data
Analysis, Research and Evaluation Unit. These reports include a list of active CHDP
providers, the number of claims paid and denied by provider and funding source, and
the number of claims by age group and funding source.

These reports are among the first that are available for your county or city local
program. We expect the number of standard reports will grow as the CHDP Data
Reporting System is implemented. We will look to input from users to assist with this
future development.

Change Requests

To track and respond to requests for any changes to the reports, please use the
Change Request (CR) form (Enclosure 4). The CR forms must be approved by the
local CHDP Program Director or Deputy Director. A copy of the signed request sent by
fax or an email sent directly from the CHDP Director/Deputy Director is acceptable.

Original Signed by Maridee Gregory, M.D.

Maridee A. Gregory, M.D., Chief
Children’s Medical Services Branch

Enclosures



Children’s Medical Services Branch
Child Health and Disability Prevention (CHDP) Program
CHDP Data Activation, Modification, Deactivation Request

This form is to be used by the local CHDP Program Deputy Director to request access to CHDP data
through Business Objects for local CHDP Program staff. This request will result in the assignment of
confidential user identification (ID) and password. The form is also to be used to request modification or
deactivation of a user ID. Please fill in the appropriate checkboxes, complete the required information for
all requests, and attach a signed Confidentiality Oath for each person you add to the list. Please allow
two week from the claim submitted for processing new requests.

STAFF PERSON INFORMATION

Select One Name Position Confidentiality Oath
0O Add 0 Signed

0 Modify [0 Attached
0 Delete

0O Add 0O Signed

0  Modify 00 Attached
[0 Delete

0O Add 0O Signed

0 Modify [0 Attached
[0 Delete

0 Add [0 Signed

0 Modify [0 Attached
[0 Delete

0 Add [0 Signed

0  Modify 0 Attached
0 Delete

County/City Local CHDP Program:

Requested by: Phone: ( )

Print Name of Deputy Director

Signature: Fax: ( )

Signature of Deputy Director

SYSTEM ADMINISTRATOR (SA) USE ONLY

Application Date Completed SA Initial

Establish CHDP

Establish CHDP

Questions? Contact Carol Tetz at: ctetz@dhs.ca.qgov
Phone: (916) 327- 2271
Fax: (916) 327-0997

April 4, 2003




Children’s Medical Services Branch
DEPARTMENT OF HEALTH SERVICES
Child Health & Disability Prevention (CHDP) Program
Confidentiality Form Release
COMPUTER FILES RELEASE/ACCESS
OF THE MEDI-CAL and CHDP PROGRAM

CONFIDENTIALITY OATH

As a condition of obtaining access to data and fiscal/reporting records

utilized/maintained by the State Department of Health Services and its fiscal

intermediary, | agree not to:

1. Divulge any information obtained in the course of my assigned duties to
unauthorized persons, and

2. Publish or otherwise make public any information regarding persons(s) receiving
Medi-Cal and CHDP services such that the persons who received such services are
identifiable.

Access to such data shall be limited to state and federal personnel who require the
information in the performance of their duties, and to others such as local health
department CHDP program staff as may be authorized by the Department of Health
Services.

| recognize that unauthorized release of confidential information may be subject to civil
and criminal sanctions pursuant to the provisions of the Welfare and Institutions Code
Section 14100.2.

County/City Local CHDP Program

Signature(s) CHDP Data Users: Date:

Return Form to: Department of Health Services
Children’s Medical Services — Attn: Carol Tetz
P. O. Box 942732
Sacramento, CA 94234-7320

Revised: April 3, 2003



Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

Introduction/Background

The Department of Health Services (DHS) is developing a CHDP reporting system that
will enable you to view up-to-date CHDP reports via the Internet. These reports are
produced using data generated by the DHS fiscal intermediary (EDS) from the
Confidential Screening/Billing Report forms (PM160s) and the CHDP Provider Master
File as of July 1, 2002.

The number of reports available through the CHDP Internet reporting site will continue
to grow based on program needs and your feedback. You will continue to receive the
CHDP Summary of Screens by Funding Source C-1B hardcopy report from the DHS;
however, we are hoping that this Internet-based reporting system will eventually replace
the current process. In the future, we expect to provide “ad hoc” reporting capabilities
that will allow you to request and receive specific reports within a short turnaround
period.

By following the step-by-step instructions below, you should be able to log into the
Internet and access CHDP data for your Local CHDP Program. However, we have
found that Internet access authority or other desktop adjustments may be needed on
personal computers in order to successfully log-in.

To use Business Objects, you need an Internet browser and access to the DHS Intranet
or Extranet. If you encounter problems logging-in or want to be walked through the
process, please contact Carol Tetz at (916) 327-2271 for assistance.

Minimum Internet Browser Standards

The standard format for viewing the CHDP Data Reporting System is HTML unless you
make other arrangements as noted on page 10. When viewing documents in HTML
Format you need, at a minimum, access to the Internet and :

Microsoft Internet Explorer ~ Version 4.0
Netscape Version 4.0

Another format for viewing documents may be made available upon request as noted
on page 10. The Enhanced Document Format requires that your system permits
download capabilities and a portable document reader. When viewing documents in
Enhanced Document Format, you need, at a minimum, access to the Internet and

Microsoft Internet Explorer ~ Version 5.5

Prepared by the California Department of Health Services 4/18/03
CHDP Program, CMS Branch

Page 1 of 34



Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

A. Intranet/Extranet Login

1. Start your Internet browser. Type in the following web address.

e Local CHDP Program Users connect to the DHS Extranet site
https://www.dhsreports.ext.dhs.ca.gov/wi

2. You will see an “Enter Network Password” window. See Figure 1.

3. Enter your User Name and password, then click OK.

Note: First time login to the Extranet/Intranet will require you to change
your password.

Do NOT

/2 DHS IntrAnet Home Page - Microsoft Internet Explorer provided by CA Dept. of Health Services IE&'% = = <]
J Fle Edit Miew Favortes Tools Help
5 =
¢ .2 .0 @B 4 Qa9 @6 @B 9w, B K
Back Fonward Stop  Refresh  Home Search Favortez  Hiztory bd ail Print Edit Discuzz Al
JAgdress I@ http: /fdhsreports. dhe. ca gowvdwid j @GD |J Links *
08, 2002 2l
e i, 1
A s~ A TL A" T oy ST
Enter Metwork Password [ 2] x|=
COHS | - ’ ’ me
A I X
Featured Additions: @ 2aze bype your user name and passwan s
DHS Strategic Plan Site: dhsreports.dhz.ca.gov hemos MEW!
Calendar
Welcome New Employees Realm dhsreparts.dhs. ca.gov Directaory
Important Notices: User Hame ||
Possible lllegal Access to
State Payroll Deduction Pazsword I
A'_ Save this password in your password list Lal (HAM)
. Coping with Tragedy 1 I
| ’ QK. Cancel
this box! Employee Resources |
. . T oUTTIT DOV CTOUPTITCTIC Taws and Hegulations
E C tion Tips!
nergy Lonsenvation Hps: Careers ot PHS ) ) Manuals/Handbooks/Resources -
Exams/Payfvacancies/Retirernent Organization Charts
What's New Take Actiory N Outlook Public Folders Index Nt
Training ang Employee Recognition UC Berkeley Public Health Library
Search for decumnents cortaining: “endor Look-Up List
| Organizations .
|&] Welcome to the DHS Intranet [ I_l_le Internet
i Start| [O]Inbox - Microsoft Outlook | W Micrpsoft Ward - BO manual”@DHS IntrAnet Home P B 2y IR 11:05 AM
Figure 1.

NOTE: Do not check the ‘Save this password in your password list’ box. You will be
prompted to change your password every 60 days. To change your password you will be

required to enter your Old Password and then enter your New Password. Many users that have

checked the ‘Save this password in your password list box’ will forget their Old Password
(having entered it only once) when prompted to change their password.

Prepared by the California Department of Health Services 4/18/03

CHDP Program, CMS Branch
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

4. A Password Change Ultility window will be displayed. See Figure 2.

5. Enter the user ID provided to you in the Account box.
e Enter the password provided to you in the Old password box.
Enter a new password in the New password box.

[ )
e Enter the same new password in the Confirm new password box.
e Click on OK.

Remember to keep your new password confidential and in a secure place.

/3 115 - Authentication Manager - Microsoft Internet Explorer - IE&'% HE E
J File Edit ‘iew Favortes Tools Help |ﬁ

= 5 9 W A @ P B 3 H g
Back Famrand Stop Refresh Home Search  Fawortes  Histow (ET Frint Edit Digcuss
J Address I@ https: /v dhsreports.ext. dhs.ca.gov j @ Ga |J Links ¥

-

Password Change
Utility

Internet Service Manager

for Internet Information Sexver 4.0

Tour password has expired. You can change it now.

Account

MNew password

|
Old password |
|
|

Confirm new password

] I Canc:ell Resat ==

[
|&] Dore I_la_le Internet
e 1| Slalll I@ 115 - Authentication ... | [} Microsoft \Word - Document S 339RM

Figure 2.

Note: Approximately every 60 days you will be prompted to change your password. After
you’ve been prompted to enter your User Name and Password in the ‘Enter Network Password’
pop-up window as shown in Figure 1, you will be directed to change your password via the
‘DHS Password Change Utility’ Screen as shown in Figure 2.

Follow the instructions outlined in step 5 above. The New Password will be valid for 60 days.

Prepared by the California Department of Health Services 4/18/03
CHDP Program, CMS Branch
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

6. A Password Change Confirmation window will be displayed. See Figure 3.

“J 115 - Authentication Manager - Microsoft Internet Explorer IE&'% =2 ]x]

J Fle  Edit Miew Favortes Tools Help

& 2@ B A Qa @6 @ B oS K B

Back Famirand Stop Refresh Home Search  Fawontes  Histo (ET Print i Discusz
]Agdress I@ hitps: Advve. dhsreports.ext.dhs. ca.gov/_AuthChangeUr?hitps:/ fvmene, dhsreports. ext. dhs. ca.govd j ﬁGo |J Lirks #*
=

Password Change
Utility e T

% Please type vour user name and paszzword.

Internet Service Manager Site: T e e

for Internet Information Sexver 4.0

Fealm v dhareports.ext. dhs. ca.gov

Password successfully changed.

User Mame Ibi-nking

Back to httpsiwww. dhsreports. ext. dhs. ca gow! Pazsword |

™ Save this pasgfword in pour password list

ak. I Cancel

[~
|@ Opening page https: /v dhereports. ext. dhs ca.gow/.. |- I_la_le Intermet
| Slalll I@ 115 - Authentication ...  [E¥ Microzoft word - Document‘ll WG za0PM
Figure 3.

Complete the sign in process by entering your New Password into the Password
Box on the ‘Enter Network Password’ window.

Prepared by the California Department of Health Services 4/18/03
CHDP Program, CMS Branch
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

7. After successfully entering your user name and password you will get the CDHS
Reporting Systems Log In screen. See Figure 4.

8. Click the Log In button. Your InfoView Page will be displayed.

a Info¥iew Home Page - Microsoft Internet Explorer provided by CA Dept. of Health Services L |!|§I@I% M=

J File Edit “iew Favorites Toolz  Help

S A QA @ @B 89 . 53
Back Foraard Stop  Refrezh  Home Search Favortes  History b il Print Edit Discuzz  AIM
JAQCIIBSS IE httpe # Adhareports. dhe. ca.govdeid j f?ﬁo
CDHS keporting systems 2]
M op-Line Stat
I\_I".__.... .II:‘:,;! :\'I n n. { ik . ’

Capitation

o

-

|&] Dore l_l_lﬁ Intermnet

gl Start | [0 Inbes: - Micmsnf...l W Microsoft Word ...”@Infu‘a‘iew Ho... | &70id Timers from | &7~NOT Moms 0... | |@<BE®OE 4:07 P
Figure 4.
Prepared by the California Department of Health Services 4/18/03
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

9. The Corporate Documents screen is the default. See Figure 5.

This is your main interface for viewing and running your documents. This screen will list
all the Corporate Documents that are available for you to run and view. To get back to

this page at any time, click ‘My InfoView’ in the navigation bar across the top of the
CDHS Extranet Screen.

¢ Corporate documents available to bi-rmart1 - Microsoft Internet Explorer wl o [m] 4]

File Edit Miew Faworibes Tools  Help ﬁ

sBack ~ = - (@) 2 | Qsearch |Favorites Dvedia 4| B S §

Address I’.Gj w.dhsreports.ext.clhs.ca.gov,l'wi,l'bin,l'iswi.I:III,l'WIGeneratDr,l'wigenerator,l'generatnr,I'ExecuteWIS?sWIS:DeFauItCnrporateFramej @GD Links **

Favarites x Search for: — Refresh List
GEadd.. [ -
My InfoView - =
[C116M DB2 Categories: IA” categories 'I 8 available documents This list was last refreshed: Mar 07
[ Links 2003 10:13:06.
1 Media Corporate
[ Personal Documents ﬁ : : ;
®] Active CHDP Providers by County and Provider MName (CHD_DOC_TET)
&) Msh.com Inbox Description:
— D t )
’-G;LIMSN ocuments Feh 14 2003 712337 - Frorm: rmattins - Docwment sizer 67 K
&) Radio station. .. Propertics
@i‘] ‘Weh Events Search b
&) s Ooti ™ Active CHDP Providers by Provider Number (CHD_DOC_TST)
ptions Description:
Logout Feb 44 2003 12:75:42 - Frarn: rmatting - Docwrment size: 56 K
Properties

Help

™ CHDP Provider Claims and Amount Paid by County and Funding
Source (CHD_DOC_TST)

Description:
Feb 14 2003 13:21:08 - From: rmanting - Document size: 81T K
FProperties
B LMD Drmsdcer Clairme and fmoont Daid b Condina Sonreo aoUn moe ToT LI
|ﬂﬁ https: f v, dhsreparts, ext, dhs, ca. gos fwifbinfiswi. dllf\WIGener ator fwigenerator fgenerator Executew 57 s\WIS= I_ ’_ E |e Internet 4
Figure 5.
Prepared by the California Department of Health Services 4/18/03

CHDP Program, CMS Branch
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

B. Running Reports

1. Select the report you want to run from the Corporate Documents Page. Click on the

name of the report. See Figure 6. To view the properties of the report, click
‘Properties’.

4} Corporate documents available to bi-rmart1 - Microsoft Internet Explorer : wl -0l x|

File Edit Wew Favorites Tools  Help ﬁ

SBack ~ = - (D ot | G search |Favorites Hvedia £% | By S B -

Address I’-Gj w.dhsreports.ext.dhs.ca.gov,l’wi,l'bin,l'iswi.dII,l'WIGenerator,l'wigenerat0r,l'generator,l'ExecuteWIS?sWIS=DefaultCorporateFramej (5>GD

Favorites X

(5] Add. . 22 .
My InfoView I—

|1 I8M DB2 y

Categories: IA” categories 'I § available documents This list was last refreshed: Mar 07

[Z] Links 2003 10:13:06.
1 Media Corporate
[_] Personal Documents F‘] - . :
=1 Active CHDF Providers by County and Provider Name (CHD_DOC_TST)
&]Msh.com D I"b':“ Description:
&jman ocuments Feh 14 2003 11:23:57 - From: rmantins - Document size: 67 K
&] Radio Station... Properties
&) Web Events Search -
Active CHDP Providers by Provider Mumber (CHD_DOC_TS
& ces Options Y (CHD_DOC_T=T)

Description:

Logout Feb 14 2003 12:15:42 - From: rmantins - Document size: 96 K

Properies

Help

CHDP Provider Claims and Amount Paid by County and Funding
Source (CHD_DOC_TST)

Description:

Feb 14 2003 13:21:08 - From: mmartinsg - Document size: 817 K

FProperies

B LMD Decvsider Clairne and fracont Daid ke Condine Sonres aoUn e ToT, ;I
|2:| https: ffvow, dhsreports,ext, dhs,ca,gowfwifbingiswi, dil WIzener atorfwigeneratorfgenerator [Execute [SPsWIS= l_ l_ E |Q Intermet i
Figure 6.
Prepared by the California Department of Health Services 4/18/03

CHDP Program, CMS Branch
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

2. |If the report you select is a Prompted report then it will then ask you to input the
requested prompts before it runs the report. See Figure 7.

3. Enter the Begin and End Dates for the query and then click Run Query. Click
Cancel if you do not want to run the report and it will take you back to the Corporate
Documents page.

'3 Document Results Number of CHDP Claims {Paid or Reported) by County, A - |EI|£|

File Edit ‘ew Favorites Tools  Help

N

$=Back - = - @) ot | {Qhsearch [GFavorites GMedia &% | Ehy- S B -

Address I-é] C_PRD&Dooument Tvpe=R&DocumentId=1 1602 serSubmit=rmartins&0ate=104559925 1 &ForceRefresh=&0pen=Y j @GD Links *

Download Refresh Edit Save Send

My InfoView
Number of CHDP Claims (Paid or Reported) by County, Age and Funding Source
Corporate
Documents Flease fill the following prompt(s):
Personal

Documents )
=elect Begin Date |11,-’1,’2EIEIZ Show values |
Inbox
Documents Select End Date |1 1430/2002 Showwvalues |

Search

Fun Query | Cancell

Options
Logout

Help

| &) Done |_|_|_é_|@ Inkernet 4
Figure 7.

Prepared by the California Department of Health Services 4/18/03
CHDP Program, CMS Branch
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

4. If the report does not have any prompts to answer, the results will be displayed when
the report has finished running. See Figure 8.

5. From the report screen you can page through the reports by using the arrows in the
toolbar.

/3 Document Results Number of CHDP Claims {Paid or Reported) by County, Age an i

File  Edit  Wiew Favorites Tools  Help

Back - = - (2 at | Chsearch [GFavorites fMedia ¢4 | By S

Address Ifcj https:,l',l'www.dhsreports.ext.dhs.ca.gov,l'wi,l’bin,l’iswi.dII,|'WIGenerat0r,l'wigenerat0r,l'generatnr,l'ExecuteWIS?sWIS=DeFauItRFﬂ ({‘{)GD

N

Download Refresh Edit Save Send

My InfoView

iZhild Health and Disability Prevention Program, CMS Eranch
State of California, Department of Health Senvices

Number of CHDP Claims {Paid or Reported) by County, Age and Fur
Documents Report Period: 111112002 to 113012002

Inbox Medi-Cal State Only Info Only !

Documents No. Paid/Reported |No. Paid/Reported |No. Paid/Reported

MUY - 12 MONTHS 250 257 520

search | [FRENY 2 10 265

_ | FERERn 19 67 131

options | ¥prIYN 24 o4 o7

gout | RELH 24 118 148 o
A

Help

Cu

Corporate
Documents

Number of CHDP Claims {Paid or Reported) by County, Age and Funding Source

|2:| ort is being refreshed. .. |_|_|—é_ |@ Intermet 5
Figure 8.
Prepared by the California Department of Health Services 4/18/03
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

C. Printing Reports

1. To PRINT a CHDP Corporate Report, begin by Selecting/Clicking a CHDP
Corporate Report for Viewing, from the CHDP Corporate Documents List. See
Figure 9.

2. For the example found in Figure 9, select the report Number of CHDP Claims (Paid
or Reported) by Age and Funding Source.

“Z} Corporate documents available to bi-rmart1 - Microsoft Internet Explorer wl 10l =]

File Edit Wiew Faworites Tools Help |
GmBack -~ = ~ (&) 7ot | Qi Search  [Sg|Favorites SfMedia C4 | Eh~ S B -

Address I@ w.dhsreports.ext.dhs.ca.gov,l'wi,l'bin,l’iswi.dI|,I'WIGenerator,l'wigeneratDr,l’generator,l'ExecuteWIS?sWIS=DeFaultCorporateFrame;I @GO

Search for: — Refresh List

Froperties

™ CHDP Provider Claims and Amount Paid by Provider Mumber (CHD_DOC_TST)

D’COI'ﬂora:E Description:
ocuments Feb 14 2008 {3:44:55 - Frorm: smartins - Docurment size: 945 K
Eroperties

Documents

™ MNumber of CHDP Claims (Paid or Reported) by County, Age and Funding

Search Source (CHO_DOC_TST)
Description:
Options Feh T4 2003 14:22:84 - From: rmartins - Docuwrment size: 74 5
Logout Froperies

TP ™ Number of CHDP Claims (Paid or Reported) by Age and Funding Source (CHD _DOGC_TST)
Description:
Feb 14 2003 14:24:38 - From: rmartinsg - Document size; 69 K
Froperties

™ MNumber of CHDE Claims (Paid, Denied or Reported) by Ade Group (CHD_DOC_TST)
Description:
Feb 14 20038 14:32:07 - Frorn: rmartins - Docuwrrent size: 73 K
FPropertics

[&] l_l_Ele Inkernet
Figure 9.

Kl

NOTE: These printing instructions are intended for CHDP Users that are setup to View or
Display the CHDP Reports in HTML (WEB Based) Format. CHDP Reports that are
formatted for Legal-Sized Paper (8 2 by 14) or Landscape Orientation may require the
User to adjust the printer settings as illustrated in Figures 15 and 16.

Enhanced Document Viewing and Printing is available. This feature more readily supports the
printing of Legal-Sized and Landscape-Oriented documents, and Page Ranges on larger reports.
To request Enhanced Document View, CHDP Users need to be authorized to load software on
their Desktop (PC). Please contact Carol Tetz, CHDP Program Support, Information Technology
Section, Children’s Medical Services, at (916) 327-2271, email: ctetz@dhs.ca.gov for more
information.

Prepared by the California Department of Health Services 4/18/03
CHDP Program, CMS Branch
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

3. Enter the Begin and End Dates to run the report. See Figure 10.

4. The report will be displayed after pressing Run Query.

'a Document Results Mumber of CHDP Claims (Paid or Reported) by Age and Fundi ) wl - |E||l|

File Edit Wiew Favaorites Tools Help ‘
R Back ~ = - @ i | @Search (3] Favorites @Media @ | %v =R |

Address I’-Gj e=CHD_DOC_TST&D-:--:umentType=R&Dcu:umentId=98Q&I_IserSubmit=rmartins&Date=10452614?8&ForceReFresh=&Open=Vj 6) Go | Links **

My InfoView

R t NMumber of CHDP Claims (Paid or Reported) by Age and Funding Source
orporate
Do-c:u:?nents Flease fill the following prompt(s):

Zelect Begin Date |1,.’1,-’2IJIJ3 Show values |
Search Select End Date  [1/31/2003 Show values |

Inbox
Documents

Options
Fun Query I Cancel |
Logout
Help
|&] Dore [ [ |5 |4 mtermnet 4
Figure 10.
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

5. There are four methods available to print this report:

Method 1: Click the Print Icon located on the Tool Bar at the Top of the Screen.
This option will print the report on your default printer. See Figure 11.

File Pull-down
Button

Print Icon

wr=sults Number of CHDP Claims (Paid or Reported) by Age and Fundy,

= [l e 2] S TaTE

}.

Links **

File:

P Back v = - @ il | QSEarch [Fe] Favoarites @Media @ | %- = % -

Address |fg"| e=CHD_DioC_TaT&Document Tyvpe=R&DocumentId=9898sersubmit=rmartins&0ate=10452614758ForceR efresh=80pen=y j (? Go

Edit  Wew Faworites Tools  Help

My InfoView

Child Health and Disability Prevention Program, CMS 31372003
Branch
ilisiilll State of California, Department of Health Services Current Date:
Documents
Inbox Number of CHDP Claims (Paid or Reported) by Age and Funding Source

Documents

Report Period: 11172003 to 1/31/2003

Search

Options Age Group Medi-Cal m Info Only Claims Total Claims Total

Logout No. Paid/Rpt'd | No. Paid/Rpt'd | No. Paid/Rpt'd No. by Aye Paid Amount
< 12 MONTHS 12,9458 27 541 18215 a8 707 $2,334,113.80
L 1.2 YEARS 1635 9 B55 16,497 27 787 $578,102.37
23 YEARS 546 7228 9,551 17 625 $353,158.14
34 YEARS 613 5,245 6,110 12 976 $355,088.06
4.5 YEARS 654 6,754 6,782 14,220 $438,544.34
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

Method 2: Click the File Pull-down Button to List Menu Options. This is illustrated
in Figure 12.
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

Method 2: Click the File Pull-down Button to List Menu Options. This is illustrated
in Figure 12.
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

a) After pressing Print, a window with Tabs will display that will give you the
opportunity to:

e Print the Report using the current print settings by pressing the Print Button.
See Figure 13.

¢ Route the report to other printers - if your PC is attached to other Printers.
See Figure 13.

The General Tab lists the available Printers - if your PC is attached to other printers.

You can print the Report at any time by pressing the Print Button.

General Tab

General |I:I|:|ti|:|ns| Finishingl ffectsl Paper I Easicsl

2 x|
List of
J Available
Printers
_—1

— Select Printer B
SBope g
L] | *
Use Up and Down
Statuz:  Feady [ Frint ko file Arrow to Increase
Location: E— or Decrease the
Comment. HP LI4000N, DUFLEXER, SMEB-5.490%WS, ml Number of Report

d Copies
—Page Range /’/I
Lo |

Mumber of copies; |1 3:
= Selection € Curent Page

™ Pages I'I [T Callate E H | Print Button
Enter either a zingle page number ar a zingle Iﬂ |

page range. For example, 512 =

Erirk i Cancel Apply

Figure 13.
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

b) After pressing Print, a window with Tabs will display that will give you the
opportunity to:

e Print the report on both sides of the paper, also referred to as Duplex printing —
if your printer supports that function. See Figure 14.

e Click the Box to the Left of ‘Print on Both Sides’. This will enable Duplex
Printing of the Report.

Select the Finishing Tab to print the report on both sides of the paper, or Duplex.

You can print the Report at any time by pressing the Print Button.

Finishing Tab

&% Print ed |

Generall Optiohz ~ Finizhing | Effectsl Paper I Easicsl

— Quick Sets

ILlntitIeu:I j Save |

sided or Duplex | = | & ECLLSLATILEENEE

Click Here to Cocument Options
Select Double- o~ ———

ATy

NE

Printing ™ Flip Pages Up L
Booklet Printing: 6.5 by 11 inches|
| o =]

— Print Gluality

|1 3: Pages per Shest " Best Quality
™ Frint Page Borders @ Faster Printing

Page Drder: " Custom Details... |

Right, then Do -
I J [T EconohMode [Save Toner
7] HEWLETT
L PACHKARD
Erirk I Cancel Apply
Figure 14.
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

c) After pressing Print, a window with Tabs will display that will give you the
opportunity to:

e Print the report on other than standard 8 V2 by 11 paper by clicking the Down
arrow to display the list of available paper sizes.

Select the Paper Tab to print the Report on other than standard 8 2 by 11 paper. Select
Legal to change paper size to 8 V2 by 14. See Figure 15.

You can print the Report at any time by pressing the Print Button.

Paper Tab

Generall Dptiu:unsl Fini$hing| Effects Paper IBasicsI

Quick Sets
|7 ILIntitIed vI Save |
Paper Size Pull
Down Menu with e S |
List of Available
Paper Sizes [ Use different paper for first page
Size T 5 by 14 inches
Legal \j Cuztom... |
Letter -
S
Executive
A4
A5
Ty BA [IS)
Ervelope #10
Envelope DL "
0 ST
Print I Cancel Apply
Figure 15.
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

d) After pressing Print, a window with Tabs will display that will give you the
opportunity to:

e Change the orientation of the report, from Portrait to Landscape or from
Landscape to Portrait. See Figure 16.

Select the Basics Tab to change the orientation from Portrait to Landscape and select
the number of copies of the Report.

You can print the Report at any time by pressing the Print Button.

Basics Tab

2=

Generall Elptiu:unsl Finishingl Effectsl Paper Basics I

[uick Sets
|V ILlntitIeu:I j Save |

Use the Up and |j|_ :
Down Arrow to Copies 11 by 8.5 inches
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Decrease the |1 3: Capy
Number of Report
Copies
— rientation

i~ Partrait

& i andscape
Select the | i tt About |
Landscape Button to [~ Fotated
Change Orientation
from Portrait to
Landscape [ Fickane

Erirk I Cancel Apply
Figure 16.
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

Method 3: Position the cursor over the displayed report and Right-Click the mouse.
Click the mouse button on the top right side as shown in Figure 17.

Right Mouse
Button

Figure 17.

e Select Print with the left mouse button. See Figure 18.

e After selecting Print, a window with Tabs will display that will give you the
opportunities demonstrated in Figures 13 through 16.
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

Method 4: Copy the Report to an Excel Spreadsheet and Print.

e To Print a CHDP Corporate Report from an Excel spreadsheet, begin by
selecting/clicking a CHDP Corporate Report for Viewing, from the CHDP
Corporate Documents Page. See Figure 19.

For the example found in Figure 19, select the report Number of CHDP
Claims (Paid or Reported) by Age and Funding Source.

“Z} Corporate documents available to bi-rmart1 - Microsoft Internet Explorer wl 10l =]

File Edit Wiew Faworites Tools Help |
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Description:
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Logout Froperies
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Froperties

™ MNumber of CHDE Claims (Paid, Denied or Reported) by Ade Group (CHD_DOC_TST)
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

o Enter the Begin and End Dates to run the report. See Figure 20.

e The report will be displayed after pressing Run Query.

'a Document Results Number of CHDP Claims (Paid or Reported) by Age and Funding wl - |E||l|

File Edit Wiew Favaorites Tools Help ‘
Back ~ = - ) i | @h5earch [GeFavorites fMedia £ | Ey- S B -
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Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

e Place your cursor anywhere on the displayed report. Click the left mouse button to
position the cursor.

o Click the Edit Pull-down Button to List Menu Options. This is illustrated in Figure 21.

e Click

the Select All Option.
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

o The Report Fields will be highlighted. This is illustrated in Figure 22.

Highlighted
Report Fields
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Login, Running and Printing Reports, Logoff and Report Descriptions

Click the Edit Pull-down Button to List Menu Options. This is illustrated in Figure 23.
Click the Copy Option.

Or, you can also — see next page...
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Business Objects
Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

e Position the cursor over the displayed/highlighted report and Right-Click the
mouse. Click the mouse button on the top right side as shown in Figure 24.

Right Mouse Button

Copy Option
Figure 24.

e Click the Copy Option. lllustrated in Figure 25.
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Child Health and Disability Prevention (CHDP) Reporting System
Login, Running and Printing Reports, Logoff and Report Descriptions

¢ The unformatted Business Obijects report will be ‘pasted’ into Excel. This is
illustrated in Figure 28.

Report Headings

¢ Notice the skewed Report Headings.

F4 Microsoft Excel - Book1
J File Edit Wiew Insert Format Tools /Dats  Window Help

DEEda8RY /@ o- @ = s 4|mE 2 | Jo-BIU 5
Az =/ [/ A
A B C D E F G H J K L -
1
2
3
4
5
6
7
44 p"Sheetl { Sheet? 4 Sheet3 4 > -
Ready [ Bum=isssceos [ [ [ [ [ [
Figure 28.
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Login, Running and Printing Reports, Logoff and Report Descriptions

¢ Highlight the Excel Rows to be deleted — see darkened Excel Row numbers 2,
3,4,5,6,and 7, in Figure 29.

e Click Edit Pull-down Button to List Menu Options.
e Select Delete — to Delete Highlighted/Selected Excel rows.

¢ You may need to repeat the steps until all unwanted Report Heading Rows are
deleted.

Edit Pull-down Button Delete Option
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*
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Login, Running and Printing Reports, Logoff and Report Descriptions

e Click the Edit Pull-down Button to List Menu Options. This is illustrated in
Figure 27.

e Click the Paste Option.

Edit Pull-down Button Paste Option
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¢ The unformatted Business Obijects report will be ‘pasted’ into Excel. This is
illustrated in Figure 28.

Report Headings

e Notice the skewed Report Headings.

F4 Microsoft Excel - Book1
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Figure 28.
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e Highlight the Excel Rows to be deleted — see darkened Excel Row numbers 2,
3,4,5,6,and 7, in Figure 29.

e Click Edit Pull-down Button to List Menu Options.
e Select Delete — to Delete Highlighted/Selected Excel rows.

¢ You may need to repeat the steps until all unwanted Report Heading Rows are
deleted.

Edit Pull-down Button Delete Option
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e Select Excel Rows 1 through 3, in Figure 30.
e Click Edit Pull-down Button to List Menu Options.
e Select Delete — to Delete Highlighted/Selected Excel rows.
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e Once all Report Heading Rows are deleted the actual report with the
associated Column Headings will be displayed, see Figure 31.

o Notice the ####H#HHHE displayed in the Column Labeled Paid Amount. This
column is not wide enough to display the maximum values for that column.
You can expand the column width by clicking and dragging the column
separator. Use that technique to size the report.

Column Separator
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e The final edited Excel version of the Number of CHDP Claims (Paid or
Reported) by Age and Funding Source is shown in Figure 32.

e Select Print and the options as outlined in Methods 2 and 3.
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D. Extranet/Intranet LogOut

1. To Logout of the Business Objects CHDS Reporting Systems Intranet/Extranet site,
click on Logout anytime from the Navigation Bar — located on the left-hand side of
the display screen. After clicking on Logout you will get the Logout screen (see
figure 33).

2. Click the “Yes’ button if you really want to Logout. Click ‘No’ to go back to the
Corporate Documents screen. After clicking “Yes’ you will go back to the CDHS
Reporting Systems Login screen.
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+« All reports are displayed with the most recent information when opened.

Report Name

Description

Fields

Conditions

Provider County/City and
Provider Name

Active CHDP Providers by

Lists Active Providers
By County/City Local
Program and Provider
Name (Alphabetic).

County/City/ Name,
Provider Name, Provider
Number, Type, Category,
Status, Street Address,
City, Zip Code, LA District
Code and Approval Date.

Providers with a Status = ‘A’. Breaks on Change
in County/City. Status column displays values for
Primary Secondary Indicator (Primary, Secondary
and Laboratory). LA District Code only Valid for
Providers in Los Angeles County.

Provider Number

Active CHDP Providers by

Lists Active Providers in
Provider Number
Sequence (Numeric).

Provider Number,
Provider Name, Category,
Status, Street Address,
City, Zip Code, LA District
Code and Approval Date.

Providers with a Status = ‘A’. Status column
displays values for Primary Secondary Indicator
(Primary, Secondary and Laboratory). LA District
Code only Valid for Providers in Los Angeles
County.

and Funding Source

CHDP Provider Claims and
Amount Paid by County/City

Counts the Number of
Paid and Denied Claims
by County/City Local
Program Provider Office
Location, Provider and
Funding Source.

County/City Name,
Provider Name, Provider
Number, Paid and Denied
Claim Counts by Funding
Source, Total Claim
Count and Claim Paid
Amount.

Information Displayed for Requested Report
Period — Supplied via Report Prompt. Sub-totals
for Counties by Provider Office Location and
Statewide Totals.

Amount Paid by Funding
Source

CHDP Provider Claims and

Counts the Number of
Paid and Denied Claims
by Provider Name and
Funding Source.

Provider Name, Provider
Number, Paid and Denied
Claim Counts by Funding
Source, Total Claim
Count and Claim Paid
Amount.

Information Displayed for Requested Report
Period — Supplied via Report Prompt. Statewide
Totals at Bottom of Report.

Amount Paid by Provider
Number

CHDP Provider Claims and

Counts the Number of
Paid and Denied Claims
by Provider Number and
Funding Source.

Provider Number,
Provider Name, Paid and
Denied Claim Counts by
Funding Source, Total
Claim Count and Claim

Information Displayed for Requested Report
Period — Supplied via Report Prompt. Statewide
Totals at Bottom of Report.
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Login, Running and Printing Reports, Logoff and Report Descriptions

Report Name

Description

Fields

Conditions

Paid Amount.

Number of CHDP Claims
(Paid or Reported) by
County/City, Age and
Funding Source

Counts the Number of
Paid or Reported
Claims by County/City
Local Program of
Child’s Residence, Age
Group and Funding
Source. Includes
Claims Count Totals By
Age Group and Total
Amount Paid by Age
Group.

County/City Name, Age
Group Description,
Number of Paid or Report
Claim Counts by Funding
Source, Total Claim
Count and Claim Paid
Amount by Age Group.

Information Displayed for Requested Report
Period — Supplied via Report Prompt. Sub-totals
for Counties and Statewide Totals.

Number of CHDP Claims
(Paid or Reported) by Age
and Funding Source

Counts the Number of
Paid or Reported
Claims by Age Group
and Funding Source.
Includes Claims Count
Totals By Age Group
and Total Amount Paid
by Age Group.

Age Group Description,
Number of Paid or Report
Claim Counts by Funding
Source, Total Claim
Count and Claim Paid
Amount by Age Group.

Information Displayed for Requested Report
Period — Supplied via Report Prompt. Statewide
Totals at Bottom of Report.

Number of CHDP Claims
(Paid or Reported) by Age
Group

Counts the Number of
Paid or Reported
Claims by Age Group
and Funding Source.
Includes Claims Count
Totals By Funding
Source and Total
Amount Paid Funding
Source.

Age Group Description,
Number of Paid or Report
Claim Counts by Funding
Source, Total Claim
Count and Claim Paid
Amount by Funding
Source.

Information Displayed for Requested Report
Period — Supplied via Report Prompt. Sub-totals
by Age Group and Statewide Totals at Bottom of
Report.

4/18/03
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Business Objects Child Health and Disability Prevention (CHDP)
Reporting System CHANGE REQUEST

Submit Change Request via e-mail or fax to the Regional Nurse Consultant in your Regional CMS Office, Los Angeles, Sacramento, or
San Francisco. Please consult the CMS Directory for the e-mail address and fax number.

Submitted By Date Submitted

County or City Program Phone Number Fax Number

( ) - - ( ) - -

E-Mail Address

System Application: [l CHDP Screen Name/#:

Detailed Description of Request

Requested By: Approved By:

Description of Request:

Reason for Change:

Benefits of Change:

CMS Office Use Only

Request Approved |:| Request Assigned To

Request Declined |:| Reason Request Declined: Constrained by Resources (funds, staff, time)
Contrary to CHDP Policy

Duplicate Request

Gateway Related

Included with Implementation of another Request
Need Additional Information / Clarification
Requires Further Analysis

Not Technically Feasible

Other:

I

\Forms\CHDP BO Change Request





